IMPORTANT!!!
Voluntary Leave Share Program
WEBTADS AND YOUR LEAVE & EARNINGS STATEMENT

When a recipient charges their time to the Voluntary Leave Share Program

the following “hour types” must be used when charging time in WebTADS.
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• DELU – Personal Medical Emergency (Self) If you are in the leave

donor program due to a PERSONAL EMERGENCY, your time away

from the office due to your medical emergency must always be recorded as “DELU”. Also, please add “Leave Share Program INDIVIDUAL” in the “remarks” section.

• DMLU – Family Medical Emergency (Family) If you are in the leave

donor program due to a FAMILY emergency, your time away from the

office due to the emergency must be recorded in WebTADS as ”DMLU”. Also, please add “Leave Share Program - FAMILY” in the “remarks” column.

Timesheet adjustments must be made if an employee would like their donations to replace any LWOP hours. If no adjustments are received within four pay periods, the donated leave balance is returned to the donors. However, if the employee was advanced sick leave, any unused donations will be applied to the advanced sick leave owed.

While a recipient is on the voluntary leave transfer program, any advanced annual leave will not be available for use. However, a leave recipient will be able to earn/accrue a maximum of 40 hours of annual leave and 40 hours of sick leave which will become available for use beginning the first pay period after the medical emergency ends. 
      Annual and sick leave accrued beyond the 40 hour maximum must be used as it is earned and before transferred leave may be used. The 40 hour maximum is placed in a Special Leave Account. Special Leave Accounts apply to sick leave and annual leave for a personal medical emergency and to annual leave, only, for a Family Medical Emergency. 
Accruals are prorated and calculated based on the number of donated leave hours used in a pay period. If no donated leave is used a full accrual is calculated
Example: Employee on a medical leave emergency, leave category 6, records 40 hours of regular time and 40 hours of donated leave. Hours allocated to leave accounts are calculated shown as below:
 Regular Leave Account  


 Special Leave Account
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Accruals applied to Regular Leave Accounts must be used prior to the use of donated leave. If a leave recipient’s Federal service is terminated, no leave (including the 40 hour restricted amounts) will be credited to the employee.

      Upon termination in the voluntary leave transfer program, the employee will receive his or her annual leave accruals for the remainder of the leave year and have access to the unused leave accrued in the special accounts. Any unused transferred leave will be applied toward any advanced sick leave indebtedness, incurred during the medical emergency. 
   Donations may continue to be received toward this indebtedness until the end of the pay period in which participation in the program terminates. The employee is responsible for ensuring that the 
Leave Share Emergency terminates when one of the following occurs

• The medical emergency has ended

• The medical emergency no longer requires the employee to be absent

from duty

• The employee separates from federal service

